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Requesting Access to TXPHIN

1. Send an email to PhinAccess@DSHS .state.tx.us and specify the following:
e Your name, title, and local health department/health service region
e Whether or not you have completed security training within 1 calendar year
e Your contact information

An example of what your email should look like is below:

To: PhinAccess@DSHS.state.tx.us

I am requesting access to PHIN for [full name], [title] from [local health department/health service region].

I [have/have not/am not sure if | have] completed security training.

Your Name
Your Contact Information

2. 'You will receive an email response including a TXPHIN Access Request form which you will need to
complete. This form will ask for contact and jurisdictional information including the name of your Local
Responsible Party (LRP).

e If you are not aware of your designated LRP, contact the privacy officer, TB manager or
communicable disease (CD) manager in your program.

3. Send the completed TXPHIN form to PhinAccess@dshs.state.tx.us

e Besure all parts of the form are completed which includes your LRP’s signature and
authorization

4. Your request will be verified with your LRP and if approved, you will receive an email confirmation.

5. Once access is granted you may create your PHIN account using the following steps:
e (o to https://www.txphin.org
e Under the login box, click on “Sign Up” underneath the email and password section
e Fill out all required fields to create your PHIN account

6. You will now be able to log into your account:
e (o to https://www.txphin.org
e Enter the email and password you used when you created your PHIN account
e Click “Log In”
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Part I: Preparing Documents to Upload in TXPHIN

How do | WinZip and encrypt my file before 1 upload to TXPHIN?

1. Right mouse click on the file you wish to prepare for submission.

Travis_01-2015_C
cngregatesetting
sReport

2. Select “WinZip”.

3. Select “Add to Zip file...

2

New
Print
1-Zip

Scan for Vieuses..

Open with
Share with
Voltage Securefile

WinZip

Restore previous versions

Send to
Cut
Copy

Create shortout
Delete

Rename

Peoperties

GOLO60O

‘} 4] Address Book
W Filter E.mad *

Add 1o Zip fle..

Add 1o Tewis_01-2015_CongregateSettingsReport.oip

Add to recently used Zip file

Zip and E-Mad Travis 01-2015_CongregateSettingsReport.ogp
Zip and E-Mad Plus....

Configure

B %0 8P NN

WinZip Files and encrypt before uploading to
TXPHIN to protect health information




Preparing Documents to Upload in TXPHIN (Continued)

4. Click on the box under options to encrypt added files.

5. Select “Add”.

"Add ™ e

S

Add to archive:

C\Users\CTjmay378\Desktop'\PHIN' Travis_01-2015_CengregateSettingsReport

Archive Attributes
Encrypt added files

[ Save full path info
[“]Include system and hidden filesv

[ A |[ conce |[ Hep |

[ Reset archive attribute

Action: Compression
[Add (and replace) files v] @ Zip: Legacy compression (maximum compatibility)
Split Zip file: ‘:- Zipx: Best method (smallest size)
- ) Let me choose the specific compression methad
IDon t split ']
Zip: No Compression
1048576 Bytes
Options

[ClInclude only if archive attribute is set

6. A popup box will appear that shows “WinZip Caution”.

7. Select “OK”.

WinZip Caution

l You should be aware of the advantages and disadvantages of the
% various encryption methods before using this feature. Please click

on Help for more information, particularly if this is the first time

are using encryption,

I} Don't display this message in the future

8. Enter your password twice to encrypt the file.

9. Select “OK”.

Encrypt

i

MNOTE:  This password will remain in effect for all files that you add to or extract

from this archive until the archive is closed.
PASSWORD POLICY: Password must be at least 8 characters long.

Enter password:

s

Re-enter password (for confirmation):

a—a—a—a—a—a—ka—a—xﬂi

Hide the password

[ ok || conce |[ Hep

Zip file and encrypt with password
HERE before uploading to TXPHIN

Password Tip:

Use a different password every time you
Zip a file to TXPHIN.




Preparing Documents to Upload in TX PHIN (Continued)

10. A pop up screen will show “Add Complete”

11. Select “OK”.

Add Complete

Your files have been added to the Zip file. The files have been compressed and
encrypted. They are unlocked until the Zip file is closed.

r‘
-
=
Space Savings: 4.66 KB (13%) -

Total Files in Zip File: 1
Total Size of Files

Before Compression: 3507 KB

After Compression: 3041 KB

Original Compressed
Size Size

[ Do not display this dialog box in the future.

12. Your file will be saved as a separate WinZip File. See below.

LI | %9 ¥ 71 5 | WinZip - Travis_01-2015_CongregateSettingsReport.zip = & 2
Home Backup Tools Settings Layout Help Upgrade '@'
F % + Include ~ = % & FTPUpload ~ {'ﬁ_—: 32 | W Unzip and Install
= B
=k 7 Filter - * 4" % Burn CD/DVD %L <%k | g unzip options - ’
Zip Attach to 1-Click Unzip q*
Encrypt E-mail = . Convert Zip File Unzip - Unzip Entire WinZip File |
Compress Send Decompress |
L Name Type Modified Size Ratio Packed Path
0 & Travis 01-2015_C... Microsoft Bx...  1/20/2015 2:13 PM 35907 13% 31135
4 | 1 L
Selected 0 files, 0 bytes Total 1 file, 36KB 00

How Will | Know My File Is Zipped and Encrypted?

13. The zipped file encryption process is complete once you see the WinZip File extension.
IZ_|1 Travis 01-2015_Con... 1/20/20152:13 PM

Microsoft Excel W...
1/21/201511:00 AM

36 KB
CJ Travis_01-2015_Con...

WinZip File 31KE

* Now you are ready to upload files to TXPHIN *



Part I1: Uploading Documents to TXPHIN

LOGIN
Once training has been completed and login information has been received, you may access the TX PHIN. Go

to: https://www.txphin.org.
Sign in to your account with your username and password.

Username: Enter your email address
Password: Enter your password

Forgot Password / Change Password
If you forgot your password: Select “Forgot password?”

Sign In to Your Account

Email
[Emailaddress@dshs state.tx.us |

Password

Forgot password?

] Remember me

| Need an account?

| Log In Sign up.

Homepage View:

{Z TXPhin: sessions/new - Windows Internet Explorer

@:_:v [ hips: s txphin.orgisian Sa][B][4][x] [ [[2]-

File Edit View Favorites Tools Help

2 = 5 = »
5.7 Favorites TXPhin: sessions/new (’-’E > B = e v Page~ Safety~ Tools~ (@~

txphin About TXPHIN Sign Up Sign In

The Texas Public Health
Infermation Netwerk

.*,- : TEXAS Sign In to Your Account
ba/N'\ Department of State Health Services ¢,
I

The Texas Public Health Infermation Network (PHIN) is an online portal

P, d
containing a collection of applications which provide users with a range bt
of functions to carry out public health preparedness goals and duties ‘
Click here for a tutorial on registering and navigating the PHIN, and g
here for Health Alert Network (HAN) training [JRemember me
To learn more about TXPHIN, please visit About TXPHIN BRanl < @

Done € Internet 3 v HB100% <~



http://www.txphin.org/

Uploading Documents to TXPHIN (continued)

On your home page, click on the “Documents” tab at the bottom to access your folder.

txphin  HAN - Tutorials -

_

ARE YOU READY - OR NOT?

“"START YOUR PLAN HERE

Emergency Preparedness and Response

The CDC Emergency Preparedness and Response website is CDCs primary source of information and resources
for preparing for and responding to public health emergencies. This site continues to keep the public informed
about public health emergencies and provides the information needed to protect and save lives.

COC Home

Centers for Disease Control and Prevention

CDC 24/7: Saving Ives. protecting pecple. reducing heatih costs

NHC Atlantic Outlook

nhcwebmaster@noaa.gov (NHC Webmaster)

Thu, 17 Sep 2015 14:33:14 GMT

Click on the “+” sign next to “HIV and TB files” to expand the list of available folders.

(= Ext Dashboard - Windows Internet Explorer

CEX
G@ o I fpe v bxphin.argd | (& [¢2][x] [ ive zcarcn 2]
File Edit Yiew Favorites Tools Help
i Favorites ‘Ext Dashboard |_|

[ [ @@ v Page v Safety v Tooks~ @+

txphin HAN -  FAQs - Tutorials -

Find People  About TXPHIN  Christina Rogers -

Dashboard | Documents: My Documents (%

My Documents - |

i 1y Documents < This folder s empty My Documents
H HV and TB files Created At:

Modified
AL

R Create New Folder
9 Upload New Fie

Refresh &' Add Folder

( ]

Documents  Forums  Links

Need Help? Email: phinadmin@dshs state.bcus
Dane

€ mmternet v W0 -




Uploading Documents to TXPHIN (continued)

Click on the “+” sign next to “Central TB” to expand the list of available TB Registry folders.

{= Ext Dashboard - Windows Internet Explorer

G\:\Zt’ - Fttps e kxphin,org V‘ ‘E‘ ‘Ellgl |n'f Live Search Hp '|

File Edit View Favorites Toals Help

i Favorites |ExtDashboard ‘_ M- 1 dmh - Pags~ Safety~ Tols~ @~

txphin HAN - FAQs - Tutorials - Find People  About TXPHIN  Christina Rogers -

Dashboard | Documents: My Documents *

e T

iy Documents = This folder iz empty

1.2

My Documents
(= HIV and TB files Created At:

Modified
At

t Central-TB

o Create New Folder

© Upload New File

Refresh &' Add Folder

[ Search ]

Documents  Forums  Links Need Help? Email: phinadmin@dshs.state.txus

Dane & Internet 4h - 1w v -

(= Ext Dashboard - Windows Internet Explorer

G:;; - bEbps: v bxphin, org et V“E‘ |E‘ |£‘ |n'f Live Search
File Edit view Favorites Toolks Help
57 Favarites |.ExtDashbuard ‘7‘ Pt IR [] d® v Page~ Safety~ Tools+ @~ =

txphin HAN -~  FAQs -  Tutorials ~ Find People  About TXPHIN  Christina Rogers -

Dashboard Documents: My Documents %/

S [T -

My Documents <2 | || Thiz folder iz empty

My Documents
Created Af:

Modified
At:

= HIV and TB files
Central-HI
= CentralTB

f I+ Region 4/5-Comm Dizease Unit
Reports from Barbara
TB - Austin B Create New Folder

] .
TB - Coliin County .7 Upload New File

Expanded
Folder
View <

TB - Corpus Christi
TB - Dallas

TB - El Paso

TB - Galveston

TB - Houston

TB-Reg 1

TB - Reg 11

TB-Reg2/3

TB - Reg §/6

\ TB-Reg 8 |

l Search J

(=R R =R R = = R e = e

Documents Forums Links Need Help? Email: phinadmin@dshs.state.tx.us
Note: Never post any document to TB Net’s stand-alone or Registry sub-folders. Those folders are exclusively for communication between TB
Net and the Registries.

(op]



Uploading Documents to TXPHIN (continued)
Once the list is expanded on the left-hand pane, locate the folder you wish to submit the Zip file.
Please use the following exercise to assist in securely uploading documents to the TXPHIN.
NOTE: Documents should be uploaded to your jurisdiction’s folder (For example “TB-Collin County”)

On the left-hand pane, double click on the name of the folder where the document will be posted.

/= Ext Dashboard - Windows Internet Explorer E”E”Y\

%;v (B 1t txphinong =/ (B8] (%) [] [8 vz search |[2[-]
Fils  Edt Wew Favortss Tock  Help
¢ Favorites ‘ExtDashboard |_‘ M- [ @m - Pags~ Safety~ Tooks~ @~

txphin HAN -  FAQs -  Tutorials - Find Pcople ~ About TXPHIN  Christina Rogers ~

Dashboard | Decuments: My Documents

e =T

My Documents <7 #| | | This folder is empty B
\ T My Documents
. = HIV and TB files
Creatad At
CentrakHN
Maodfied
B Central-TB At
Region 4i=_Comm Disease Unit

TE - AUstin 0 Create New Folder
L] .
TB - Collin County - Upload New File

TB - Corpus Christi
TE - Dallas
TB - El Paso

TB - Galveston

TB - Houston

# TB-Reg 1

1 TB-Reg 11

i+ TB-Reg 23

i+ TB-Reg 56

i+ TB-Reg 3 >

Refresh &' Add Folder

[ Search J

Documents Forums Links Need Help? Email: phinadmin@dshs . state.tx.us

Done & trternet 45 - ®aoow -

Next, click on the link “Upload New File” (on the right).

(2 Ext Dashboard - Windows Internet Explorer.

G;f/ - Ritps: /v kxphin. orglesf

File Edt wiew Favorites Tools  Help

V\EH;\ [x] |::' Live Search
2/ X

\

- [ @ - Page+ Safstyr Took- @+

¢ Favorites |MExt Dashboard

prhﬁl HAN - FAQs - Find People  About TXPHIN  Christina Regers ~

Dashboard | Documents: Reports from Barbara %

repe et

- Al

Wy Documents

Reparts fram Barbara
Crested At: 8/20/1102:25 PM
Modffied

(2 HW and TB files

Central-HIV
AugustRot 2011C

82911 02:25 PM

3 CentralTa ey o
Region 4/5-Comm Disease Unit
Reports from Barbara 3 o
T8 - Austin [[| " Upload Mew File

T8 - Colin County
T8 - Corpus Christi
T8 - Dallas
TH-ElFaso

T8 - Galveston
T8 - Houston
T-Reg 1
TB-Reg 11
TB-Reg 23
TB-Reg 516
TB-Reg8 v

[ = ]

Documents  Forums  Links Need Help? Email: phinadmin@dshs.state.bous

Done & Internet dh v W% -




Uploading Documents to TXPHIN (continued)

Input the path of the file you wish to upload. You can do this by clicking “Browse” and selecting the file you
want to upload, then clicking on “Open”.

{= Ext Dashboard - Windows Internet Explorer

5’,\ - Rttps | v bephin,org =t

V| |E| ‘E‘ |Z| |l'3 Live Search ||EE‘

File Edit Wiew Favorites Tools  Help

Eﬁ - = @ + Page ~ Safety~ Tools - @v =]

52 Favorites ‘Ext Dashboard

txph’l'h HAN -  FAQs -  Tutorials - Find People  About TXPHIN  Christina Rogers ~

Dashboard

et

My Documents - N

Documents: Reports from Barbara '*

Reports from Barbara
Created At: 8/29/1102:25 PM

Modified  8/20/11 02:25 Pl

Atz

@ HIV and TB files

Central-HIW
AuguetRpt_2011C
=@ Central-TB ases.zip

H Region 4/5-Comm Dizsase Unit

Reports frem Barbara

] L=
H TB - Austin 7 Upload New File
H TB - Collin County

d TB - Corpus Christi

& TE - Dallas
& TE - El Pasc

i© TB - Galveston

® TB - Houston

'+ TE-Reg1

H TB-Reg 11

I+ TB-Reg2/3

1+ TB-Reg 56

H TB-Reg 8 v

[ Search J

Need Help? Email: phinadmin@dshs.state.bous

€ Internst Gh v Wi v
*Your file must be encrypted as a WinZip file prior to uploading. If you have not yet zipped and
encrypted your file, refer to Page 1.
Choose File to Upload

Loak, in; I @ Deskiop

€
Deskiop
by Documents

My Computer

[E[ITB Regiskry Conference
B 2011 RYCT Log
(2] contactsT2010

emo Zip file
1T Conference Presentation 2

IOT U Files{Folders in Zip file: 1
EInte| zph_1369.pdf

1P| Microsart Office Cutiook 2003
B PHIN

@ EMy Docurmnents -Bregform[l]
' i My Camputer 5 Shorteut ko |
My Recent .aMy Metwork Places 5 shortout bo |
Dacuments 5 Adobe Reader 2 EShortcut ko E
[£] DSHS REMEDIATED T TIms
() 5huff Ewinzip 15.0

=) zph_1369

@ £ il 3
by Metwork, File: marne: IDemD Zip File: j Open I

Flaces
Files of type: IAII Files 7] ;l Cancel |




The file path now appears in the “New Document” pop-up.

{= Ext Dashboard - Windows Internet Explorer

@' https:#www.txpmn‘orgﬂextﬂ VHE 2 i‘ “5 Live Search HF '|
File Edit Wiew Favortes Tools Help
S Favorites | ¥ Ext Dashboard B - [ deh - Pager Safety~ Tools~ @-

txphfn HAN ~ FAQs ~ Tutorials ~ Find People About TXPHIN Christina Rogers ~

Dashboard | Documents: Reports from Barbara %

N [ =

My Documents v~

B Reports from Barbara
Created At: 8/20/11 02:25 PM

AugustRpt_2011C Modified 8/29/11 02:25 PM
Central-TB ases.zip At

& HIV and TB files
Central-HI

w

()

Region 4/5-Comm Disease Unit

Reports from Barbara

T8 - Austin
TE - Collin County File: |C'\Dm:uments and Settings\crogers018\Desktop'Demo Zip ﬁ\” Browse: ‘

TB - Corpus Christi
™5 oatss
TB - El Paso

TB - Galveston

@ Upload New File

(3}

(53]

B & e

(SRS}

TB - Houston

TB-Reg1

TB - Reg 11

T8 - Reg 213

7B -Reg 5/6

TB-Reg8 0

[ senre ]

(= e

Documents Forums Links Need Help? Email: phinadmin@dshs.state.tx.us

@ Internet Sy v Wore v

Click on “Save” to upload.

(= Ext Dashboard - Windows Internet Explorer

G?ﬂ - Ritkps: e, Exphinorg et v||E| |£‘ ‘El ‘:’ Live Search ||EE‘

File Edit Vew Favorites Tools  Help

i Favorites Ext Dashboard B - B} L9 v Page~ Safety~ Tooks <~ @+

lxphrn HAN - FAQs ~ Tutorials -~ Find People About TXPHIN Christina Rogers ~

Dashboard Documents: Reports from Barbara (%)

Sepore ot ’

1y Documents - &

= Reparts from Barbara
Crezted At: 829111 02:25 PM

AugustRpt_2011C  Demo_Zip_file.zip y g
Central- T8 ases 2 rto_dlﬂed 8/291102:25 PM

4l Region 4/5-Comm Dizease Unit

Reports from Barbara
Uelead New File
8 TB - Austin [?U load New File

@ HIV and TB files
Central-HIV

[}

1 TB - Collin County
H TB - Corpus Christi
4l T8 - Dallas.

& TB-ElPaso

& TB - Galveston
1 T5 - Housten

= TB-Reg1

i+l TB-Reg 11

i+ TB-Reg 213

H TB-Reg 56

H TB-Reg 8 |

[ Search J

Documents Forums Links Need Help? Email: phinadmin@dshs.state.tx.us

Done € Internst fa - ®wow -

Your posted file now appears in the folder.




Part 111: Emailing a Report Notification:

Once you have encrypted your file and posted it on the TXPHIN, email the intended recipient of your uploaded
document to:

1. Alert them that you have posted your encrypted document to the TXPHIN
2. Provide the folder and file name where the document is posted
3. Provide the encryption password to open file

Note: Only communicate the above information with the person intended to receive the report. If you do not know
who should receive your email, contact your region or DSHS central office.

The template below is an example of what an email report notification looks like:

To: ReportsEmailExample@dshs.state.tx.us

A report for [January 2015] has been uploaded the [2015 Cases] folder within the [TB-Dallas] folder.
File Name: Name of Document or Report
Password:

*Note: Be sure to name your encrypted WinZip file in accordance with the naming convention as requested by your receipient

Your name
Your contact information

Note: Uploaded files only remain active in TXPHIN for 30 days. Files are automatically purged/deleted
after 30 days.

10




Part IV: Deleting Files from TXPHIN

To delete a file from the PHIN, select the file.

lindows Internet Explorer,

G@" o e (] [¢2][ ] [ e searen [[2]-]

File Edt WYiew Favorites Tools  Help

¢ Favorites ‘Exmashhwd | ‘ [ I [ d= v Page - Safety - Took~ @@+

lxphl"n HAN -~  FAQs - Find People  About TXPHIN  Christina Rogers

Dashboard | Documents: Reports from Barbara (¥

Reports from Barbara

My Documents. - &l

Reports from Barbara
Created At: 8/291102:25 Pl

AugusiRpt_2011C \Demo_Zip_file.zip
= CentralTB e mtn_dlﬁed 8/29/1102:25 PM

Region 4/5-Comm Dizsase Unit
Reports from Barbara
©
TB - Austin ¥ Upload Hews File

& HWV and TB files.
Central-HV

TB - Colin County
TB - Corpus Christi
T8 - Dallas

TB - El Paso

TE - Galveston

TB - Houston

TB-Reg1

TH-Reg 11

TB-Reg 23

TB - Reg 58

# TH-Reg8 ~|

( Soarh ]

Documents  Forums  Links Need Help? Email

Done & Internet hov 0% - -

A drop-down list of options will appear on the right. Click on “Delete File”.

{= Ext Dashboard - Windows Internet Explorer

%ﬂ - RiEbps: v kxphinorg et

File Edit ‘View Faworites Tools  Help

i Favorites |ExtDashboard - [ dm v Page~ Safety - Tooks- @

D(phl"ll HAN - FAQs ~ Tutorials - Find People About TXPHIN Christina Rogers -

Dashboard | Documents: Reports from Barbara (%

Reports from Barbara

Iy Documents

£ Demo_Zip_file zip
File Size: T21KB
Created At: 972011 03:03 Pl

Modified 9/20111 03.03 PM
AL

= HIV and TH files
Central-HIV

AugustRpt_2011C

CentrakTB ases Zip

Region 4/5-Comm Disease Unit

Reports from Barbara

T8 - Austin =l Downlead File

T8 - Collin County JESN-PYe |

TB - Corpus Christi O Delete File >
18- Dalles |5 Copv to Mv Folgers
T5 - ElFaso
TG - Galveston
TG - Houston
TH-Regl
TH-Reg 11
TH - Reg 213
TH - Reg 56
T8 -Reg8 |

[ v ]

w

[

(=10

[

(=T ]

?Ug\uad New File

(=R = R T

Documents Forums Need Hel

Done @ Internet

11



Click on “Yes” to indicate your desire to delete the selected file.

{2 Ext Dashboard - Windows Internet Explorer

o e [ frtns v bephin,org e | v [B][2][ ¢ | &% e search L~
L) (&) [72]| X

File Edit “iew Favorites Tools Help

ﬁFavorltes Ext Dashboard a * Bl = @ ~ Page ~ Safety = Tools @v =

txph?n HAN ~ FAQs ~ Tutorials ~ Find Pecple About TXPHIN Christina Rogers ~

Dashboard Documents: Reports from Barbara '*

[raser e

lly Documents ~ &
= HV and TB files |:|
Central-HIV
AugustRpt_2011C
(= Central-TB

ases.zip

Region 4/5-Comm Dizease Unit Modified 9/20/11 03:03 FM
At:

[l Demo_Zip_file zip
Fle Sze:  72.1KB

Created Af: 9/20/1103:03 PM

Reports from Barbara

B - Austin Delete File &l Downicad Fiie
TB - Collin County

Are you sure you would like to delete this file. ) Replace Fie
=]
TB - Corpus Christi g— < Delete File

B - Dallas “ < Cooy to My Foiders

TB - El Paso

TB - Galveston

TB - Housten

TB-Reg1

TB-Reg 11

TB-Reg 23

TB - Reg 5/5

TB-Reg8 -

[ Search J

(P == R = R

(I ]

% Upload New File

(=P A e A R e

Documents Forums Links Need Help? Email: phinadmin@dshs.state.tc.us

Dane | — & meernet ¥ v ®oow -

TXPHIN will delete the file from the folder.

£ Ext Dashboard - Windows Internet Explorer

X
@ A4 Rtps: ] frovi bephin.org e VHEl |El |zl |:’ Live Search Hp '|

File  Edit Wiew Favorites Tools Help

#Favurites Ext Dashboard ﬁ < = @ v Page ~ Safety ~ Tools = ﬂ' =}

txphfn HAN ~ FAQs ~ Tutorials ~ Find People About TXPHIN Christina Rogers ~

Dashboard Documents: Reports from Barbara %)

N [ =

My Documents = M
o Reparts from Barbara
= HM and T8 files.

Crezted At: /29110225 PI

Cenuratiy AugustRpt_2011C
ugusthpl_. .
= CentrakTB ase2.2ip Mo_dlﬁed 8/29/11 02:25 PM

H Region 4/5-Comm Disease Unit
Reports from Barbara
e [ Upload New Fie

TB - Coliin County
TB - Corpus Christi
T8 - Dallas

TB - El Paso
T8 - Galveston
T8 - Housten
TB -Reg 1

TB -Reg 11
TB - Reg 203
T - Reg 58
TB-Reg? |

[ Search ]

(=R R = R = R S = R = R == R == Y R R

Documents Forums Links Need Help? Email: phinadmin@dshs.state.tx.us

Done & Internet Fh v HM00% v -
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TX PHIN Quick File Upload Guide

1. WinZip your file with encryption and password

Find and select files on your computer

o &

Open WinZip by right mouse click on the file you would like to zip and encrypt
Click “Add to Zip file”

Click “Encrypt added files”

Click “Add and OK”

Enter Password twice and click “OK”

- ® o o

g. Choose a target location for your file, type a name, and click “Save” or the file will show a
WinZip file extension with the same naming convention

2. Go to the TXPHIN Website: https://www.txphin.org
Sign in to your TXPHIN account with your email address and password

3. Locate the folder you wish to submit your document on the TXPHIN

4. Upload zipped and encrypted file to the HSR/LHD folder

5. After upload is complete, send email to the intended recipient including the name of the folder location,

file name, and WinZip encryption password.
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Customer Support

| New TXPHIN User Access Request

PhinAccess@dshs.state.tx.us (512)-533-3134
= Request or change user access

| Technical TXPHIN Questions

Erica Mendoza: Erica.Mendoza2@dshs.state.tx.us (512)-533-3134
=  Technical assistance and general TXPHIN questions

| Tuberculosis Surveillance Report Questions:

Maria Rodriguez: MariaG.Rodriguezl@dshs.state.tx.us (512)-533-3023
= Tuberculosis surveillance report questions

| Tuberculosis Congregate Settings Report Questions:

Johna May: Johna.May@dshs.state.tx.us (512)-533-3160
= Target Testing & Annual Jail Screening Plan questions

Daniel Coy: Juan.Coy@dshs.state.tx.us (512)-533-3150
= Chapter 89, and LTBI Monthly Report questions

| Hansen’s Disease Report Questions:

Kirbi Woods: Kirbi.Woods@dshs.state.tx.us (512)-739-1826

| Refugee Health Program Questions:

Amira Suton: Amira.Suton@dshs.state.tx.us (512)-533-3137

| Tuberculosis Incident Report & Airline Report Questions:

TBEpiEvaluation@dshs.state.tx.us (512)-533-3159

| Tuberculosis Cohort Review & Annual Report Questions:

Robin Beatty: Robin.Beatty@dshs.state.tx.us (512)-533-3148

| Security Questions:

Stanley See: Stanley.See@dshs.state.tx.us (512)-533-3038
= Security training and general security procedures
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